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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Elizabeth Gonzalez
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: JCM
	personnel date: 09/19/2013
	PERCENT OF TIME: 















25%
	activity: POSITION SUMMARY
Under direction of the Staff Services Manager I, the incumbent performs a wide variety of consultative and analytical administrative duties with an emphasis in human resources management.  The individual is expected to exercise considerable independent judgment in making decisions and taking action in accordance with Government Code, State laws, and departmental policies and procedures.

ESSENTIAL FUNCTIONS
This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise good judgment and tact; communicate effectively both orally and in writing; establish and maintain the confidence and cooperation of others; strong ethics and ability to maintain confidentiality.  Consult with and advise management and staff on a wide variety of subject matter, develop and evaluate alternatives in writing, maintain and apply knowledge of departmental and State policies and procedures, operate a personal computer, and utilize SAP software. The specific duties include, but are not limited to: 

Review, edit, and make recommendations to management on Division personnel transactions. Analyze, prepare, review, and edit Division advances and final actions for accuracy involving backfills, position reclassifications, in-place promotions, appointments to designated managerial and supervisory or confidential positions, out-of-class assignments and acting assignments. Perform a variety of recruitment activities, including participating as the human resources representative for interview panels.  Obtain administrative officer and division chief approvals, and route the actions to the Human Resources Office for final approval; input accurate information into the SAP human resources module;  serve as liaison with the Human Resources Office; consult with and advise management and staff to determine proper compliance with departmental human resources policies and O&M procedures.  Develop and draft  internal office and O&M procedures to facilitate and improve processes.

	classification: Associate Governmental Program Analyst (PI)
	appointee: 
	dwr position number: 2010-5393-900
	sap personnel no: 
	sap position number: 50058999
	division: O&M/ Administrative Services Branch
	mcr: 1
	percent2: 25%











15%






15%



10%








10%




	activity2: Independently research, prepare, and compose human resources justifications and correspondence such as duty statements, position justifications, and memos.  Work cooperatively with management to assist staff in resolving personnel related issues and problems.  Research, develop, and prepare SAP ad hoc queries, leave balances, and other reports on a consistent basis. Coordinate the distribution, communication,  collection, and recording of personnel related paperwork and forms.  Develop personnel reports such as probation reports, annual appraisal and developments, staff range changes, and merit salary adjustments, and coordinate tracking and regular reporting to management.  Update monthly organization temporary help fund report and manage to budgeted amounts, notifying managers of potential overages.  Coordinate the completion of personnel forms such as new hire and separation documents, injury reporting and leave forms.  Provide assistance with other O&M HR Assistant personnel duties as needed.  

Analyze, develop, and coordinate preparation and documentation for office space needs and allocation.  Serve as project manager for remodel and larger projects that require displacement of staff, telecommunication and information technology installations and modifications.  Evaluate and recommend appropriate location, size, and fixtures to be included in various offices.  Coordinate with the Business Services Office on all moves and changes in office structures.  Follow up with staff to ensure equipment installed is in compliance with safety regulations and operational. 

Serve as a lead to the clerical support staff in the HQASO.  Provide guidance and training. Review, track and develop reporting on clerical workload.  Provide leadership and assist with special development projects.  Lead clerical support staff meetings as necessary. 

Track mileage of O&M vehicle inventory, enter data into SAP, and monitor vehicle maintenance. Review and analyze home storage permit applications and vanpool commuter applications for conformance with departmental procedures.  Act as the liaison with the Department of Motor Vehicles to maintain the Division's Employer Pull Notice Program and obtain O&M Headquarters' employee driver records.  Identify violations, such as moving violations, suspended or revoked licenses, and lapsed SR22 insurance, based on the California Vehicle Code; points penalized; and driving restrictions.  Notify supervisors of employee violations and assist with communication and training needed for resolution.

Develop, coordinate, and process communication equipment needs and justifications for acquisition.  Maintain records of use and distribution of communication equipment; analyze, review and assist  supervisors to facilitate installation of new and replacement communication equipment.
Complete special projects and assignments which involve review of existing processes, identifying issues, developing alternative solutions, and recommending improvements requested by the Chief, HQASO as needed.  Attend meetings or training off-site.  This may require driving a vehicle on public roadways.



	percent 3: 
	activity3: 
SPECIAL REQUIREMENTS
Possess a valid California Driver's License with a good driving record. 

KNOWLEDGE, SKILLS, AND ABILITIES
Must have an interest in human resources management, stamina and ability to work at a desk and/or computer for extended periods of time, attend lengthy meetings without breaks, and the ability to make oral presentations.  Strong research and analytical writing skills are required.  Must work well with other people and varied personalities, deal effectively with the public, and demonstrate adaptability to work priority changes based on operational need.
	supervisor name: Elizabeth Gonzalez
	employee name: 


